VIEW LEDGER RECORDS

View Ledger Records provides a facility for users to locate ledger records for viewing and
modification. This screen will not give you a detailed report of ledgers. Summary information for
ledger records will be available in reports.

Follow the instructions on “Logging into ACMS” then follow the instructions below:

Step 1.

} ACMS -($)- APHIS Cost Management System - Microsoft Internet Explorer == =]
File Edit Wiew Favorites Tools Help ‘ .#
eBackva B @ é|pSearch ‘i\-\_‘)FavUrites @|Bv& 2] vﬁ ) e E 5
Search the Web I {pﬁearch |'| Address IEhttp:p’p’mdwebapps‘aphis.usda.gwfacmstUgin‘dU

4 dCMS =

APHIS Corst Manamment Sistem

[~ FaHome

ACMS Home
—

<Roll over> Here.
ielcome to the APHIS Cost Management System (8CMS). This system is being used for all Financisl
Funds reporting and the Agency Agreement Invertory. The APHIS financial professionals created this system by merging all the
desirable attributes of our legscy systems from all Programs. The mission: to provide a relevant Status of Funds and be shie to
substantiate it in an audit from any place, anytime and arywhere

Spending & Collections Reconciliation & Analysis

s

*

Spending and Collections section will allow ! Reconcilistion and Analysis section will allow
you fo: H you to:

Creste and view daily ledgers inthe

Search and creste new: budget

system B allocation by BOC and Accounting
» Yiew all ledger tems with its current 3 Code
status in the system . * Viewy and create BOC group lists
* Create and view employee Salary : * Wiew and create Cost allacation
Projection lists for the fiscal year | module and distribution of overhesd
#» Creste and view all agreements in #* Search system for reconciled and
the inventory list by type 8 unreconciled ledger tems
8 #* Reconcile ACMS against FFIS
: autormatically
Reporting 3 X Application Maintenance
| —
The Reporting section of the ACMS ‘ The Application Maintensnce section of the
application will allow you to: | ACMS Application will allow you o
* ‘iew Reports ] « Update your user profile -

|@ Error on page. ’7 F,ili’i 0 Trusted sites
wstartl J .ﬁ J j (G @ = J I@ ACMS -{)- APHIS Cos... @ Mew Memo - Latus Notes I @ acms_Users_guide - Micr... I @ Documentl - Micrasaft ... | < %’ 11:37 AM

3. <Roll> over the tab name SPENDING and COLLECTIONS.
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ACMS Home
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Spending & Collections

Spending and Collections section will allow
you to:

Create and view daily ledgers in the
system

View all ledger tems with its current
status in the system

Create and viewy employee Salary
Projection lists for the fiscal year
Create and viewy all agreements in
the inventory list by type

Reporting

The Reporting section of the ACMS
application will allow you to:

* “iew Reports

welcome to the APHIS Cost harTs ot Systemases). This system is being used for all Finsncisl Com H

Funds reporting and the Agency Agreement Invertary. The APHIS financial professionals created this sy: <C| ICk> here
desirable attributes of our legacy systems from sl Programs. The mizsion: to provide a relevant Status of Formrs=morme—=mmen
substantiste i in an sudit from any place, anytime and arywhere.

Reconci ion & Analysis

Reconcilistion and Analysis section will allow
you to:

Search and create new budget
allocation by BOC and Accounting
Code

“ieww and create BOC group lists
“iewy and create Cost allocation
module and distribution of overhead
Search system for reconciled and
unreconciled ledger tems
Reconcile ACMS against FFIS
automatically

Application Maintenance

The Application Msirtenance section of the
ACMS Application will allowy you to;

* Update your user profile >

http:ffmdwebapps. aphis, usda.gov/acms NewLedger . do

ﬂ;‘startl | & @G @ > |[&acs ) arn.. | ([ welome - Lotus ...

4. <Click> Create View Ledger Items
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Welcome Sheri Wilkerson [Help] [Locoud]

Reports: Status of Funds Strategic Funds  Allocations Emplovesas Agreements .
e e RS DX DT r@ Spending &
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View Ledger tems
——

The following list displays all ledger tems that have been entered into the ACMS system that a user has access to see. To edit a ledger item click the
editicon under the Action field column for thet tem. You may also delete a ledger tem by clicking the delete icon under the Action field column.

Fiscal Year: IZI][IEj Status: I—ALL— j Accounting Cocls: I B I

Record ID: ORGM: I “endor Name: I

6414 tems found. Displaying page 1 of 428,

B (2] ] ] €] 6] 2] [s] [o] [n0] omt »] [cost o]

FFIS Desc Vendor Hame Statug
492 2005-10-06 4332005431201 -3098352 Obligated ‘EJ !
B77  2005-10-27  LAUREME LEY™ BRIMKMARN INSTR 000 Obligated ‘EJ !
686  2005-10-06  4332W0A54433 01 -200000.00 Obligated ‘EJ !
692 2005-10-21 05-1001-0521-14 -B07613.00 Obligated h.] !
723 2005-10-0F  REP ALLCWY, 9/2705 -100.42 Obligated h.] !
735 2005-10-2F  “OO1966 CORRECT OBLIGOR ERROR ABC -2543.88 Obligated ‘b‘] !
TP7 2005-10-068 43639554508 01 -9941890 Obligated ‘b.] !
787 2005-10-06 4363955418501 -8339.40 Obligated ‘EJ !
818 2005-10-21 0B/29/05 * 071705 -89.25 Obligated ‘EJ !
1741 2005-12-01 S Greiner PCMS Poudre “alley Hospital 1710 Committed ‘EJ ! &y
1745 2005-11-30  PITREY BOWES STANDARD 28200 Commited ‘EJ ! &y
1754 2005-12-01  sample test 20000 Commitecd 1}.] ! [~

1762 2005-12-01 A0/ 1/05-1 052205 Taorres T36.00 Commited ] m ey hdl
’_ ’_ ’_ ’_ ’_ &) Trusted sites

wstartl J .ﬁ J J EQ @' > J I@ ALCMS {$)- APHIS Cos... @ ‘welcome - Lotus Motes I @ acms_users_qguide - Micr... I @ Wiewing Ledger items - Mi... &« , 4149 P

-

3. The View Ledger Items screen allows you to view any ledgers that have been entered into the
system. This screen also allows you to Create a new ledger, Edit any current ledgers, Duplicate
ledgers and Delete ledgers.
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Seatch the Weh I

(Psearch [-] address [E] hitpfimcebapps. aptis.usds. govscrs Lt sdger o =]

Welcome Sheri Wilkerson [Help] [Locoud]

REPI]I"S: Status of Funds Strategic Funds #llocations Employees Agreements .
e e r@ Spending &
=y

Collections

View Ledger tems
——

<Select> here

to see. To edit & ledger item click the

j Accourting Code: I BOC: I

“endor Name: I

6414 tems found. Displaying page 1 of 428,

B (2] ] ] €] 6] 2] [s] [o] [n0] omt »] [cost o]

FFIS Desc Vendor Hame Statug
492 2005-10-06 4332005431201 -3098352 Obligated ‘EJ !
B77  2005-10-27  LAUREME LEY™ BRIMKMARN INSTR 000 Obligated ‘EJ !
686  2005-10-06  4332W0A54433 01 -200000.00 Obligated ‘EJ !
692 2005-10-21 05-1001-0521-14 -B07613.00 Obligated h.] !
723 2005-10-0F  REP ALLCWY, 9/2705 -100.42 Obligated h.] !
735 2005-10-2F  “OO1966 CORRECT OBLIGOR ERROR ABC -2543.88 Obligated ‘b‘] !
TP7 2005-10-068 43639554508 01 -9941890 Obligated ‘b.] !
787 2005-10-06 4363955418501 -8339.40 Obligated ‘EJ !
818 2005-10-21 0B/29/05 * 071705 -89.25 Obligated ‘EJ !
1741 2005-12-01 S Greiner PCMS Poudre “alley Hospital 1710 Committed ‘EJ ! &y
1745 2005-11-30  PITREY BOWES STANDARD 28200 Commited ‘EJ ! &y
1754 2005-12-01  sample test 20000 Commitecd 1}.] ! [~

1762 2005-12-01 10/ 1/05-10i22/05 Torres 73600 Commited

al |

-

Ejstartl A

J J 3 @' > J I@ ACMS ($)- APHIS Cos... @ Wwelcame - Lotus Motes I @ acms_Users_guide - Micr,,, I @ ‘Wigwing Ledger ikems - Mi,..
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4. <Select> the Fiscal Year from the drop down box that you would like to view ledger items.
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Step 5:

a ALCMS -{$)- APHIS Cost Management System - Microsoft Internet Explorer =& 1[
File Edit Wiew Favorites Tools Help ‘ #

eBack - O - D @ (h|pSearch ‘i\-\_‘)FavUrites @| Bv i—; ] - LJ ﬁ ) e E 5
Search the WEhI {pﬁearch |'| Address IEhttp:p’p’mdwebapps‘aphis.usda.guvfacmstistLedger.dD j Go | Links * @ -

Wiglcome Sheri Wilkerson [Help] [Logoud -
2 acms
] Home
APHIS Corst Manamment Sistem

Spending & Collections) § Reconciliation & Analysis | Reporting || Application Maintenance

ng &
Collections

Reports: Status of Funds  Strategic Funds  Allecations  Emplowees  Agreements .
—— ——— EE—— e —
r@ Spendl
=

View Ledger tems
——

<Select> here

The followring list displays all ledger items th;
et icon under the Action field column f

E d into the ACMS system the user has access 1o see. To edl a [edger item click the
st ftem. You may alzdsglete a ledger tem by 2icking the delste icon under the Action field column.

Fiscal Year: |2005j Shatu

Record ID: OREH:

A ourting Codf | BOC |

tying page 1 of 428
Aol [alnfofalmirralrs

¥endor Hame

EFIS Desc Status

492 2005-10-06 43320543120 -3098352 Obligated l !

77 2005-10-27  LAUREMNE LEY™ BRIMKMARIY 000 Obligated Nl !

686 2005-10-06 43320054433 01 -200000.00 Obligated Nl !

692 2005-10-21 05-1001-0521-1A -B07E613.00 Obligated Tl !

729 2005-10-07  REP ALLCWY, 9/2705 -100.42 Obligated Tl !

735 2005-10-27  “001866 CORRECT OBLIGOR ERROR ABC -2543688 Obligated Tl !

777 2005-10-06 43633554508 01 -994158 90 Ohligated Tl !

787 2005-10-068 4363955418501 -8339.40 Obligated Tl !

818 2005-10-21 0B/29/05 * 071705 -89.25 Obligated l !

1741 2005-12-01 = Greingr PCMS Poudre Yalley Hospital 17.10 Committed M ! &y

1745 2005-11-30  PITNEY BOWES STANDARD 28200 Commited Nl ! &y

1754 2005-12-01 sample test 20000 Commited ol ! &y

1762 200542-01  10A1/05-10022/05 Torres 73600 Commited | @l ey hd

|@ ’7 ’7 ’7 ’7 ’7 @ Trusted sites

wstartl J .ﬂ J J ﬁ @ » J I@ ACMS {$)- APHIS Cos... @ Welcame - Lotus Motes I acms_Users_guide - Micr,,, I Wiewing Ledger items - Mi. .. | €«© g 510 PM

5. <Select> the Status from the drop down box that you would like to view ledger items.
Planned: A transaction that is planned for the future but not yet spent or ordered.
Committed: A transaction that has been ordered, requested from source and items that the
paperwork is in the mail but not yet in the accounting system (FFIS).

Estimated: A system generated ledger record. Example: EMRS daily travel estimate
System Committed: This status indicates a commitment record from FFIS that will be later
liquidated and obligated like in the Integrated Acquisition System (IAS).

Obligated: Records that have been reconciled with FDW.
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Welcome Sheri Wilkerson [Help] [Locoud] sl
4 acms
il Home
APHIS Gorst Managmment §istem

Spending & Collections) @ Reconciliation & Analysis | Reporting || Application Maintenance

ng &
Collections

RBPO“S: Status of Funds Strategic Funds Allocations Employees Agreements .
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<Type> here

View Ledger tems
——

to see. To edit a ledger item click the

The following list displays all ledger it that have been enterggd into the ACMS svst
er tem by clicking the delete icon under ion field column.

edit icon under the Action field colun for thet tem. You may alsh delet

Fiscal Year: = |-ALL-

Record ID: ORGM:

Accourting Code: I BOC: I

Wendor Name: I

6414 tems found. Displaying & -
B (211 o] 5] 5] ][] [ [a0] ot »] [rast >

FFIS Desc Yendor Hame Status

482 2005-10-06  4332W054312 01 -3098352 Obligated Tl !

677 2005-10-27  LAUREME LE%™ BRIMKMARN INSTR 000 Obligated Tl !

686  2005-10-06  4332W0Mi54433 01 -200000.00 Obligated Tl !

692 2005-10-21 05-1001-0521-14 -BO7E13.00 Obligated Tl !

729 2005-10-0F  REP ALLCWY, 8/27i05 -10042 Obligated Tl !

735 2005-10-27  vOD1966 CORRECT OBLIGOR ERROR ABC -2543.88 Obligated Tl !

7F7 2005-10-06 43839554508 01 -95418.90 Obligated Tl !

JE7  2005-10-06 4353855415501 -833940 Obligated Tl !

18  2005-10-21 06/29/05 * 07 M 7i05 -89.25 Obligated Tl !

1741 2005-12-01 S Greiner PCMS Poudre “alley Hospital 1710 Committed Tl ! %)

1745  2005-11-30  PITNEY BOWES STAKNDARD 28200 Commitecd Tl l oy

1754 2005-12-01  sample test 20000 Commitecd Tl ! [~

1762 2005-12-01 10£11/05-10/22M05 Torres 73600 Committed Tl m ey il

] T e mstedsess 7

6. <Type> All or individual ones below:

Accounting Code: The 10 digit number made up of the 1 digit Budget Fiscal Year and 9 digit
program code. Program code is a 9 digit code made up of 2 digits appropriation, 1 digit division,
4 digits organization, which includes division, and 3 digit reporting category. Example:
523405030

BOC: The BOC code that has been assigned to this ledger line item.
http://dab.nfc.usda.gov/pubs/docs/bocc/bocc.pdf

Record ID:
This lists the ID numbers that are automatically generated for each ledger item.

ORGN: Is the middle four digits of a specific program code, and always corresponds to a
program code.

Vendor Name:
Enter the vendor name for this transaction.
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APHIS Gorst Managmment §istem
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Reports: Status of Funds  Strateqic Funds  Allecations  Emplowees  Agreements
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|— Spending &
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View Ledger tems
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The following list displays all ledger tems that have been entered into the ACMS system that a user has access to see. To edit a ledger item click the

edit icon under the Action field column for that tem. You may alzo delete  ledger ftem by clicking the delete icon under the Action field column.
<Click> here

Fiscal Year: IEUUEj Status: I-ALL— J Accourting Code: I BOC

Recard ID: ORGN: |34D3 “endor Name: I

6414 tems found. Displaying page 1 of 428,

B (2] ] ] €] 6] 2] [s] [o] [n0] omt »] [cost o]

482 2005-10-06  4332W054312 01 -3098352 Obligated ‘EJ !
677 2005-10-27  LAUREME LE%™ BRIMKMARN INSTR 000 Obligated ‘EJ !
686  2005-10-06  4332W0Mi54433 01 -200000.00 Obligated ‘EJ !
692 2005-10-21 05-1001-0521-14 -BO7E13.00 Obligated 1}.] !
729 2005-10-0F  REP ALLCWY, 8/27i05 -10042 Obligated 1}.] !
735 2005-10-27  vOD1966 CORRECT OBLIGOR ERROR ABC -2543.88 Obligated ‘b.] !
7F7 2005-10-06 43839554508 01 -95418.90 Obligated ‘EJ !
JE7  2005-10-06 4353855415501 -833940 Obligated ‘EJ !
18  2005-10-21 06/29/05 * 07 M 7i05 -89.25 Obligated ‘EJ !
1741 2003-12-01 S Greiner PCMS Poudre Yalley Hospital 1710 Commited ‘EJ !
1745  2005-11-30  PITNEY BOWES STAKNDARD 28200 Commitecd 1}.] !
1754 2005-12-01  sample test 20000 Commitecd 1}.] !
1762 2005-12-01 10£11/05-10/22M05 Torres 73600 Committed ‘f\] m

]

[

=

oy
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7. Then <Click> Search.
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The following list displays all ledger tems that have been entered into the ACMS system that a user has access to see. To edit a ledger item click the
edit icon under the Action field column for that tem. You may alzo delete  ledger ftem by clicking the delete icon under the Action field column.

Fiscal Year: IEUUEj Status: I-ALL— j Accourting Code: I BOC: I

Recard ID: ORGN: |34D3 “endor Name: I Search

28 tems found. Displaying page 1 of 2.

[ [2] [mest ] fiast »] <Click> here

—

id Date FFIS Desc Vendor Hame Amount Status Action

103455 2005-10-13 “wilkerson swilkerson 2800.00 Estimated

103515 2003-10-27 wilkerson wilkerson 2900.00 Estimsted ~—

103520 2005-11-10 wilkerson wilkerson 2900.00 Estimated Tl Il

103525 2005-11-24 wiilkerson wiilkerson 280000 Estimated Rl Il

103530 2005-12-08 wilkerson wiilkerson 280000 Estimated Rl Il

1035835 2005-12-22 wilker=on wilker=on 290000 Estimated Sl l!

103540 2006-01-05 wilker=on wilker=on 290000 Estimated Sl Il

103545 2006-01-19 wilker=on wilkerson 290000 Estimated Wl Il

103550 2006-02-02 wilkerzon wwilkerson 2900.00 Estimated Fal I!

103555 2006-02-16 wilkerson wilkerson 290000 Estimated Tl Il

103560 2006-03-02 wilkerson wiilkerson 280000 Estimated al I!

103565 2006-03-16 wilker=zon wilkerzon 2900.00 Estimated M Il

103570 2008-03-30 swvilker=on wilker=on 2900.00 Estimated Sl m >
@oore TT T [@etss

8. This gives you the view you requested your search for in ACMS. To edit a Ledger, <click>
the Edit icon next to the ledger. To duplicate the Ledger, <click> the Duplicate icon next to the
ledger.

¢ Users can edit any Ledger Record by clicking the “Edit” icon.

¢ The screen may look slightly different depending on the Status of Ledger Record.

¢ Obligated, System Committed, and Estimated records have fewer editable fields since
data has either been generated from another system, or reconciled with FDW.

¢ Obligated records have a “Reconciliation History” section at the bottom with details on
user and date reconciled, as well as FDW document number.
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DUPLICATING LEDGER RECORDS

Users can duplicate Ledger Records and create a new record from existing Ledger

Record data.

Click on “Duplicate Entry” Icon on “Action” column for Ledger Record you wish to

duplicate.
Will display “Create” screen with duplicated data.
Change desired data and click “Save”

ID FFIS Ref Info = Vendor Name = ion
492 2005-10-06 4332K054312 01 -30,9583.52 Ohligated Tl ﬂ
B77 2005-10-27 LALUREME LEYY BRIMKMARN INSTR 0.00 Chligated Tl E )
BEE  2005-10-06  4332HW54433 01 -200,000.00  Obligated | W E;gﬁlslcate
G692 200:3-10-21 05-1001-0:321-1&, -607,6135.00  Ohligatecd Tl i}
729 200:3-10-07 REP ALLCAWY, 9527105 -100.42 Planned Tl ﬂ Gy
733 2003-10-27 W001966 CORRECT QBLIGOR ERROR ABC -2,543.88 Ohligated Tl |
-\
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